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Table of Contents

YU 01T Y AN o) o1 (0 AV =T OSSPSR 2
THE BASICS ..t teeeeiiiitt ettt ettt oo ea et e 4ot e et e e e 4o e et e e et e e e e e e s 2
AL I = I 1= PP P PP UP PP PPPPPPPP 2
Navigating to Transactions Pending Review and APProNal.........cccooooeeiiiiiiio e eeeeeeee e 4

X (o [ 0o I AN 4 = Tod 1T £ S 6

(1T g I (=T 010 £ F PRSPPI 9
REVIEW EXPENSE REPOLL. ... .coiiiiiiiiiiii i e et e et e e e e e e e e e e et ee e e e e e e e ettt e e e e eeaeeeeesttameaeeeessstnaasaeeaaeeennnes 9
Send an Expense Report back fOr reVISION............oiiiii i e e 24
APProve an EXPEBER REPOI. ... ...t e e tm e e e e e e e e e e e e e anr e e e e e e e enrr s 27

Travel AULNOTIZALIONS. . ... ...ttt e e e e e e e e e e e e e e e amsneeeeeneeennnnnnne 31
REVIEW Travel AUTNOMIZALIONS. ... ..uuuiiiitiiiiiiiiiiiit et e et et et e e et e et et e e eeeeeeemssssnnnnnnnnnnnes 31
Send a Travel Authorization Back fOr REVISION.............coiiiiiiiiiiieiiiii e 41
Approve a Travel AUTNOMZALION............oooii i e a4

St UP ACINALEADDPIOVET ...ttt ettt ettt ettt e e s e e e e e e e e e e e e e e e e e e e s ameeeeeeeeeeees 49

February 2020 Pagel of 50



/Q\VERMONT Expense Training Guide - Supervisor/Approver
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The Basics

1 Supervisors/Approvers are responsible for being knowledgealiiibétin 3.4and department
policies regarding expenses
Experse transactions will automaticalW B NR dzi0 S (2 (G KS aAafiariewediddys 2 ND &
Supervisors need to set up an alternate apprgweor to extendedknownabsencessee Set up
Alternate Approvein this manuadl
1 Expense transactions should never be placed on.fidid transactiowill need to be sent back

for revision for the employee to resubmit

The TE Tile

TheTE tileon the Home pageés a collection of links to the commonly used pages within Travel and
Expense and can be used to easily navigate within the application. The Approve Transactions page and
the Worklist are included in the availablaks. Navigation links are grouped in folders and display on

the right of the page

T
T

I Worklist ~
Worklist

1 Expense Reports ~

Create/Modify Expense Report

View Expense Report

Print Expense Report

Approve Transactions

Delete Expense Report

Expense Rpt Budget Exceptions

! Travel Authorization v
] Cash Advances v
| Payment/Expense Information v
! Reports/Processes v

Expanding a menu andiekingon a link displays the page in the work area:
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1 Worklist v
Expense Report

| Expense Reports ~
Find an Existing Value Add a New Value

Create/Modify Expense Report
Empl 1D[36086 Q

View Expense Report

Add
Print Expense Report

Approve Transactions Find an Existing Value | Add a New Value

Delete Expense Report

Expense Rpt Budget Exceptions

] Travel Authorization v
| Cash Advances v
1 Payment/Expense Information v
| Reports/Processes v

TE Tile is Complete
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Navigating to Transactions Pending Review and Approval

Approvers are responsible for reviewing expense transactions routed to them for apphpypabvers
can see expense transamtis ready foreview andapproval by either using their Worklist or by
navigatingto the Approve Transactions pagehe Worklist ad Approve Transactions pagean be
accessed by navigatitigrough the menuwr by selecting thé Etile on the Home page

Home PageTile navigation TE Tile Expense Reports > Approve Transactions
Navigator Menunavigation: Travel and ExpensesApprove Transactions > Approve Transactions

TheApprove Transactionpage displays:

Overview || Expense Reports || Trawel Authorizations | Errors I

Search Pending Transactions

{¥ichange Sort Order

¥ Select Al Clear Al Send Back Refresh List Budpet Check
Transactions to Approve Personalize | View AN | Y| E& First ‘4 180f6 '*' Last
Selact flprt  Transaction Typs Total Unit Hame Empiloyse Iff Description Transaction ID ?i:mltsd status Fole
O Expense Report Davidson,Colin 00003 Mileage for Training 0000519216 11/05/2018  Submitted for Approval  Expense Supervisor
O Expense Report Davidson,Colin 00003 Supplies for Training 0000519317 11/05/2018  Submitted for Approval
O & Expense Report Davidson,Colin 00003 Training Conference 00oD519318 11/05/2018  Submitted for Approval
O Travel Authorization Davidson,Colin 00003 Training Out of Country 0000004750 11/05/2018  Submitted for Approval
O Travel Authorization Davidson,Colin 00003 Training in Florida 0000004752 11/05/2018  Submitted for Approval
O Travel Authorization Davidson,Colin 00003 Conference in DC 0000004753 11/05/2018  Submitted for Approval
¥ Select A Clear All Send Back Refresh List Budget Check
Comments

Return to Approval List

Employes Expenze History

TheApprove Transactionpages consist of anverview page of abxpenseransactions in an
approver's queue and separate pagesdapense report and travel authorizan transaction typs.
Clicking théDescriptionor Transaction IDink will displaythe transaction detailsUsing the Approve
Transctions pages allows you to easily navigatéhe next or previous transaction in your list but is
limited to only expensé&ansactiongpending your approval

February 2020 Pages4 of 50



/Q\VERMONT Expense Training Guide - Supervisor/Approver

Home Page Tileavigation: TE Tile> Worklist
Navigabr Menu navigation Worklist > Worklist

TheWorklist displays:

Worklist

Worklist for AGRACE: Ava Grace
Diail Vi Waorklist Filters Feed

Worklist ltems = | Find | View Al | X | B First ‘4 150of6 ‘b Last
From Data From Work itsm Worked By Activity Priarity

I, 153, STATE, 2018-03-

Colin Davidson 11/05/2018 Approval Routing Approval Workflow 2-Medium \D-0000004750
|, 165, STATE, 2018-03-
Colin Davidson 110512018 Approval Routing Approval Workflow ZMedium == 00000004752
8, STATE, 2018-02-
Colin Davidson 052018 Approval Routing Approval Workfiow 2-Medium e

AUTH I0-0000004753
£

Colin Davidson 117052018 Approval Routing 2-Medium
ADCRATA
13!
Colin Davidson 1110512018 Approval Routing 2-Medium 5
El | 141, STATE, 2018-03-
Colin Davidson 1110512018 Approval Routing Approval Workflow 2-Medium STEE
FOCRATA
Refresh

The Worklisdisplays all transactions pending approval and is not just limited to expense transactions.
ClickingaLinkg Af £ ONAYy 3 &2dz (2 (KS bdnllifaksdrtion de@ilsTie2 Rdzf S Qa
Worklist does not includehie ability to scroll to the next gorevious transactios
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Note: You may add attachments to both Travel Authorizations and Expense ReB&fORFou
approve them.

Attachments can be added to the expense report at the ggam on the expense linéttachments

that relate to the entire document should be added at the header level. Documents that relate to a
specific expense should be added on the line.

Create Expense Report [ Save for Later | [B Summary and Submit
Colin Davidson |7
Actions [ .. Choose an Action v|| Go
*Business Purpose | Mesting hd Destination Local\‘ n [BURLINGTON VT Q
*Report Description [Annual Meeting 4 Attachments
Reference b
Expenses (¢
Expand All | Collapse Al Add: | [ My Wallet (D) | £ Quick-Fil Total 19.08  USD
*Date *Expense Type *Description *Payment Type *Amount *Cumency

10/082018 |[H [INMILES - FULL v]  "[Mieage to Annual Mesting [ [Employse v| 19.08| [UsD + [=

229 characters remaining

i s e exchoge Rt (100000, [
*Destination Location [ BURLINGTON YT Q [ Non-Reimbursable ~ Base Currency Amount 19.08 USD
*Miles 39 x 0450 I No Receipt
Accounting Details | 7
Expand All | Collapse Al Total 1908 USD

1. Click the.# icon on the line to attach a receipt for the expens

TheExpense Line Attachents page displays.

Expense Line Attachments
Help

Report ID NEXT

Date 12/03/2018 Expense Type [N MILES - FULL Amount 19.08 USD
Details Perzonglize | Find | View &l | (B G‘ First ‘&' 10of1 '} Last
File Mame Description User Mame Date/Time Stamp

Wiew

Adding large attachments can take some time to upload, therefore, it is advizable to save the
transaction before adding large attachments.

| Add Attachment |

OK Cancel

2. ClickAdd Attachment
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TheFile Attachmentpage displays

File Attachment x
Help
Choose File |No file chosen
Upload Cancel
] 3

3. ClickChoose File
TheChoose File to Uploadindow opens

- | 4 |I| Search Desktop 0
Organize * MNew folder =~ 0 @
. -
S Favorites MName Size Itemn type
PR Desktop Business_Impact_Statement_for PSFT_Apps 23KB  Microsoft | _
4 Downloads M= SR 3-183354082701 Mare Info G KB icros r
::‘l Recent Places | Test Attachment 1963 KB Microsoft j |
l=| Express Lhec UKE  Adobe Acr
) Libraries verflow 20KB Adobe Acr
@ Docurnents 3 Project Lookup Display Mo Results on a Travel ... 233 KB Microsoft )
J‘i Music Duplicate Supplier Report Returns Mo Data 620 KB Microsoft |
(=] Pictures Employee Expense History Page Does Not Displ... 37TKB  Microsoft )
B videos 1099 Supplier 136 KB Microsoft |
Unable to Update Remit To Supplier on Payme... 382KB  Microsoft\
1% Computer z| Copy of Crystal_To_XMLP_Expenses_Report_Co... 34 KB  Microsoft
L By Ty P P
‘E_? Local Disk (C:) TA Missing Project 141 KB Microsoft |
55 My Passport (E:) EX.CFG .11 Expense Type - Wizard Type 1347TKB  Microsoft)
ﬁ—ﬂ Ammmivmt M a e mmdm Ame mebimmdbims W mi ol 10C VD L £+ 1 >
5 Shared (\\wsms.s = T 2 | :
File name: Test Attachment - ’A” Files (*.7) ']
[ Open Iv] l Cancel ]

4. Select the file you want to attach
5. dickOpen
TheFile Attachmentpage displays \h the file path of the doement.

File Attachment
Help

C:\Usersimaryellen pfalleriDesktop\Test Attachment do| Browse.
Cancel

6. ClickUpload
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TheExpense Line Attachmentsage displaysvith the File Name as a lin& the document

Expense Line Attachments

Help
Report ID MEXT
Date 12/03/2018 Expense Type [N MILES - FULL

Amount 19.03 USD
Details Personalize | Find | View Al | 7] = First ‘&' 10f1 ‘b Last
File Mame Description User Name DateiTime Stamp
Test_Afiachmen docx | Receipt for expense | =
Adding large attachments can take some ime to upload, therefore, it is advisable to save the .
transaction before adding large attachments. You can add additional attachments by
Add Attachment | €= clicking theAdd Attachmentbutton or delete
B an attachment by selection tHBl icon.

7. Enter an explanatiorof the attachmentin the Descriptionfield
8. dickOK

Adding Attachments is Complete

February 2020
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ELISyasS wSLIR NI a
Review Expense Report

The Basics:

Please refer t@ulletin 3.4 and your department's policy regarding Expense Reports.

As a Supervisor (Approver) it is your responsibility to review the Bggdreport for accuracy and policy
following Bulletin 3.40nly if he Expense Report meets the appropriate standards is it ready for approval.

Basic questions to ask prior to approval:
1. Is there a Travel Authorization for this trip?
Was the Expense Repameated from the Travel Authorization?
Was there a Cash Advance fois trip?
Was the Cash Advance applied to the Expense Report?
Are all items substantiated?
Are expense lines charged to the correct chartfields?
Are receipts attached to the expense repbnes?
8. Does the report comply with Bulletin 3.47?

Situations when this function is used\pprovers are responsible for reviewing expense transactions
routed to them for approvalApprovers will use thépprove Transactions pagesidentify expense
reports pendirg their review and approval

Home Page Tileavigation TE tile > Expense Reports > Approve Transactions

Navigator Menunavigation: Navigator > Travel and Expenses > Approve Transactions > Approve
Transactions

TheApprove TransactionsOverviewpage displaya worklist of all expense transactions routed to
the approver.

N o bk wDN

Search Pending Transactions

{FiChange Sort Order |7

W Selzet All Clear All Send Back Refresh List Budget Check

Transac fions to Approve ; Personaiize [View Al | (| B} Fist (4 170f7 & Last

salgct flgrt  Transaction Type Total Unit Mame Employse |D Description Transaction ID 2:‘:.'.,““ Status FRole

Expense Report 21.30 USD Davidson,Colin 00003 Mileage for Training 0000519318 11/05/2018  Submitted for Approval  Expense Supervisor

Expense Report 100.00 UsD Davidson.Colin 00003 Suppdies for Training 000051931

DO TaingComeree  GoO081GS1 Alert icons display on
3 e o W trgnsactions that have exception
P [Tk n ke on one or more of its lines.

Conference in DC 000000475

02.00 USD Davidson,Colin

O Ooo oo oo

e 0000004755

W Selzet All Clear All Send Back Refresh List Budget Check

Comments,

Retum to Approval List
Employee Expensz History

1. Click on theExpense Reporttab to see all Expense Reports that are availableoio fpr review
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TheApprove TransactionsExpense Reportsage displays all the expensports pending your approval

Overview || Expense Reports | Travel Authorizations | Ermors
Search Pending Transactions (7
Change Sort Order (7
¥ setect an O clear an Send Back
Transactions to Approve ¢
Select Alert  Total Amount Curr  Budget Status  Name
Not Budget N
=
] 2s0usD o Davidson, Colin
O 10000 USD ot Buddet Davidson, Calin
m} A 482.00 USD gﬁ;:"‘:‘:ga' Davidson, Colin
Not Budget .
=
O il E17.00USD o\ ted Davidson, Colin
# Select Al [ Clear Al Send Back
Comments

New Window |
Refresh List Budget Check
Personalize | View All | L7‘| = First ‘4" 1-40f4 ‘*' Last

Employee ID Description Transaction 1D DF . status Role

oooo3 Mileage for Training 0000519318 11/05/2018  Submitted for Approval Expense Supervisor
00003 Supplies for Training 0000519317 11/DS/2018  Submitted for Approval Expense Supervisor
00003 Training Conference 0000518318 110572018 Submitted for Approval Expense Supervisor
00003 I Training Confersnce 0000519319 I1iD'H2DWB Submitted for Approval Expense Supervisor

Refresh List Budget Check

2. Select theDescriptionor Transaction IDink to drill downinto the transaction detailgor the
expenseeport you would like taeview

The ApproveExpense ReporExpense Summargage displays the expense report infottina for review

£ Overview Approve Expense Report - Expense Summary

Approve Expense Report - Expense Summary
Cokn Duvadsoan

Nusiness Purpose Con
D o
Forderance

Accounting Date 1 007 204E

Budget SEus  Hor Budgel Chacies

Toosl

[ e Eroeonns %1 Len) a7 g s
I Carsts Ackrareons bpphed 30000 WSO I

Amount Due 1o Employes

Ar.00 ush

Mon-Reimburssie Eigensst

Amouri Due to Supplier

f, AEchmsrh

Empioyes Creddy Q0 UsD

Prepasi Exgenses Suppher Cradts 103 usD

.00 UsD I Total Taxable Expermesy ar.
B rlEFe] Broes ot

25 USD I
=

I LT B

Approval Hintory

= r pr
7] i i 4
] L Epebtih SRRy e
Soar Bgwmios w3 SI0E oo
on L] Hre DTl
* Empitrt b Doy ITET
Comments
o
Gard Bal
—
Expenie Line FEE
Expende Line Hems Parsaralize | Find i
=T Dewiriphon MLt A9 CoTes L
Breaicant brgt cry of comdenence W0IuED A o
* W
-
i e ¥
] W
0 LD o
T o A o
U TRAN REHS o o
05 e wagk o
P w0 Appegwadl List o i Lt Fraviows ¥

TheApprove Expense ReportExpense Summargageis broken down into various sectians
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1 General Information includes thBusinessPurpose,ReportID, Satus, Description, Creation
and Last Updated Date&ccounting Date Budg@&ptions link and Budget Statussdder
Attachments, and\otes. The Authorization ID displays as a link if a travéhawzation is
associatedo the expense report

1 The Totals section displays the expense report totals inclutimgotal Employee Expense
amount, Cash Advance Applied amount, Amount Due to Employee and Total Taxable
Expense amount

1 Approval History displaythe approval path for the expense repa@ine or more action will
display and can includ&ubmitted, Sent Back for Revision, WithdraResubmitted, and
Approved.Actions include the Role of the user performing or who performed the action,
Name of useperforming or who performed the action, the Action performed and
Date/Time the action occurred

1 TheComments text box is used for approeamments and are required when sending a
transaction back for revisiohe Approve button is disabledhtil the transaction has a
W+ f ARQ . amRfESdnd Baik-biittdris enabled

1 The Expense Line section displays a summary of the expensetheingExpenseTypes,
Date, Amount and lineAttachments.Exception: & icons display on transaction lines with
an exception. The Receipt Required checkbox identifies lines that require an attached receipt

1 The Return to Approval List link brings yack to the Approve Transactions patse the
Next in List and the Previous List links to display the next or previoegpense reportn
your approval list

3. Clickonthe Noteslink
TheExpense Notepage displays any comments entered by the employeeherekpense report

Expense Notes
Help

Add Notes

Notes Personalize | Find | 2| & First 1 of 1 Last

Motes Hame Rola Action DataMime

Expense for Training
Conference

Cance

Colin Davidson Ernployes 11072018 B:44:034AM

4. ClickOK
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TheApprove Expense ReportExpense Summaipagedisplays

3 Exgerse Detaiy
Astions - A v ol
erie ¢
. Azachrw
Non-Reansariadle § rpenses Erpioyes Cradts
Prepad Expenses Suppher Credns
Amount Due 10 Supplier 0.00 USD Total Taxable Expenses 21.25 UsSO
aooicate L wdl D wihrest o pia oy
i o)
oy R 3
2X Vot Speriee Soeres Covrwan et
M2 e Fooe] »
"
A
22 4
3 Expense Detain
Farseraioe .
STt vl it Meared  AppriTe
' & v
L e v
i w
- e v
v
wage Yom - *
o bom Conders v
e o Regay o v
0 o

Exper sSummary
-
Accounting Date 1100
Budget Satus ot Bucget Checked  Buager Opoon
Totals
Empioyes Expenses [ Lines)
Cash Advances Apphed
Amount Due 1o Employee 317.00 USD
Agmroval M y
=1
o
S.Ummet
e Svamae
bl
o e
ats
Serd Back
- .
Exper "
o e Troe
@
@
@
Ty
RAN
"V
Retum % Apprawal List et o List Frew

5. Clickon the Authorization IDlink
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TheView Travel Authorizationr Summarypage displays in a new window

Travel Authorization
Colin Davidson Acions[ ChooseanAdbon  W]| GO
Business Purpose Conference Destination Location NEW YORK Authorization ID 0000004754 Approved
Description Training Canferenca Date From 11/07/2018 Date To 11/08/2018 Created 111082012 Codin Davidson
LastUpdated 11062018  Ava Grace
Totals @ ¢ View Printable Version ' Motas o machments (1)
Projected Expenses { Lines)  533.00 USD Denied Expenses 0.00 USD
Total Authorized Amount  586.00 USD
| By checking this box, | certify these costs are reasonable estimates and comply with expense palicy.

Submit Travel Authorization

Submitted On  11/08/2018 Submitted By Calin Davidson

The travel authorization
Approval History information displayS
& B including the Total,

Subenitted EX Module Supervisce
ol G Notes, Attachments and
Action Role Heme DataiTime .
Submitted Emgloyee Colin Cawidson 11062018 10:40:56AM Ap p rOVaI H IStO I’y -
Approved EX Module Supervisor Ava Grace 11062018 3:07-42PM
|2t Retum to Search | |27 Notify

6. Click theTravel Authorization Detaildink

TheView Travel Authorizationr Detailspage displays

Travel Authorization B i
Colin Davidson (7 Actions |...Choose an Action hd [clu]
Business Purpose Conference Destination Location NEW YORK Authorization ID 0000004754  Approved
Description Training Conference Date From 11/07/2013 Date Te 11082018
& Attachments (1)

Projected Expenses 7

Expand All | Collapsz All

Totals (2 Lines) SEE.00  USD
“Date “Expense Type *Diescription *Fayment Type “Amaount Currency
* =
10TE0iE OUT BREAKFAST [Breakfast first day of canference ' Emplayee 895 USD

Billing Type Mon-Taable - Intemal

Originating Location MONTPELIER VT
Location NEWYORK

Dccounting Details (7

The travel authorization
line information displays.

110082018 OUT BREAKFAST *|Breakfast second day of conference
Billing Type Mon-Taable - Intemal

Originating Location MONTPELIER VT
Location NEWYORK

Dccounting Details 7

110712018 OUT DINNER Dinner first day of conference r.’_
Billing Type Mon-Taable - Intemal

Originating Location MONTPELIER VT
Location NEWYORK

Dccounting Details (7

7. Click theExpand Accounting Lin » icon for each line

Employes 1850 USD
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TheAccounting Detailsection expands and displays t@lartField information

Travel Authorization B+ Summary
Colin Davidson | 7 Actions |...Choose an Acfion v | GO
Business Purpose Conference Destination Location MEW YORK Authorization D 0000004754 Approved
Description Training Conference Date From 11/07/2018 Date Te 11/0%2018

c-"-' Attachments (1)
Projected Expenses 7

Expand All | Collaps= All Totals (8 Lines) 58600 USD
“Date “Expense Typs *Description *Payment Type “Amaount Currency
* 5
110712018 OUT BREAKFAST [Breakfast first day of conference = Employes 625 USD

Billing Type Non-Taahble - Intemal

Originating Location MONTPELIER VT
Location NEWYORK

Accounting Details 7

Charffislds | =%

Amount GL Unit Account Fund Dept Program Class Project Affiikate
.25 08100 513520 20105 $100002000 59290 20017 ZMNT  000-
* A
110082018 OUT BREAKFAST Breakfast second day of conference I Empioyes 625 USD

Billing Type Non-Taxable - Internal

Originating Location MONTPELIER VT
Location NEWYORK

Accounting Details 7
Charifields | [Fn
Amount GL Unit Account Fund Dept Program Class Project Ammitste

6.25 08100 518520 20105 S100002000 50290 20017 ZMVT  000-

8. Close theView a Travel Authorizationvindow after you have reviewed the travel authorization
information and return to theApprove Expense RepoftExpense Summaryage
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Approve Expense Report - Expense Summary 5 Expense Detsils

- - Actions
Colin Davidson ...Choose an Action
. Default Accounting For Report
Business Purpose Conference Report 0000519319 Submitted for Approval Expaort to Excel 5
Description  Trsining Canference Created 11/07/2012  Colin Davidsen Y osrryry—
Referance LastUpdated 11/072018  Gofin Davidson =

Authorization ID 0000004754

Accounting Date Accounting Template STANMDARD
Budget Status Not Budget Checked  Budget Options Budget Checking is required before the Expense Report can be Approved. Please click on the Budget Options hyperdink
Totals 2 W View Anshytics & Notes 4 Atachments
Employee Expenses (9 Lines) 817.00 USD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 300.00 USD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 317.00 USD Amount Due to Supplier 0.00 USD Total Taxable Expenses 27.25 USD

{applicable taxes will be withheld from your pay)
Approval History

=, a:
w3 :
Submitted Ex Module Supervisor Expense Coordinator
Calin Davidson Aua Grace {Poaled)
Action Rale Name Date/Time
Submitted Employeea Caolin Davidson 11/07/2018 8-51-04AM
Comments
Send Back
Expense Line ¢ [ Expense Details
Expense Line ltems Personalize | Find | 2 | =]
Date Expense Type Description Reimburse Amt Currency Receipt Required  Approve
@ 11/06/2018 OUT EREAKFAST Breakfast first day of conference 10.00UsSD c;éi- M
11/08/2018 OUT BREAKFAST Breskfast second day of conference 625 USD A W
@ 11/06/2018 OUT DINNER Dinner first day of conference 12.50UsD c;éi- WM
@ 11/06/2018 OUT DINMNER Dinner second day of confarance 12.50 USD c?»%. WA
11072018 OUT DINNER Dinner third day of conference 12.50UsD c;éi- [l
11/05/2018 OUT MILES - FULL Mileage from Home to Conference 109.00 UsSD c?i M
117072018 OUT MILES - FULL Mileage from Conference to Home 109.00 UsD A WM
11/05/2018 OUT CONFITRAIN REGIST Training Conference Registration 300.00 UsD ‘_6’: W [l
oamo1/2018 IN MILES - FULL Mileage 27.25UsSD c;éi- WM
Return to Approval List Previous in List

9. Click the dropdown arrow in theAction boxand selecView Cash Advance
10.ClickGo
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TheApprove Expense ReportvView Cash Advancpage displays the advance information and amount
applied to the expense repart

Approve Expense Report
View Cash Advance
Colin Davidzon Report ID 0000518318
Cash Advance Information
*sdvancs ID Advancs Amount E:g o Total Appilled
OO000007T35 300.00UED 1.00DD0DDD 300.00USD
........... 17 = a—
Total Advance Applied 300.00 USD
Employee Expenses (3 Lines) §17.00 USD
Total Due Employee 317.00 USD
I 0K I

The Total Due Employee amount is the difference betweertdted amount of the advance applied to
the expense report and thistal amount of the expense report.

If the Advance Amount is more than th&otal Applied, the employee will owe the balancehe
employee will adjust thepplied amounto match the expense report amoumthen they create the

expense reportThe Dtal Due Employeeamountwill be $0.00when the advanceraount exceeds the
expense report

11. ClickOK
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TheApprove Expense ReportExpense Summanygage displays

Amount Due 1o Employee 347.00 USD Amount Due 10 Suppler 000 USD Total Taxable Expenses 27.25 UsD

=]
Receipts are required for most expense types but there are some exceptioh@sneals, per diems and
mileage.The Receipt Required checkbox balselected when a receipt is requirgimployees will attach
the receipt to the expense lin&he line Attachment icon will display .+ when an attachment is added

to the line.The ion will display a ., when there is no attachmenExpense ngorts should be sent back
for revision if the line is flagged as Receipt Requiredsardeipt is not attached.

Review the Receipt Required checkbox for each expense line and verify reegiached.

12.Click the lineAttachment .+ icon
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TheExpeng Line Attachmentgpage displays

Expense Line Attachments

Report ID 0000518218
Date 11052015 Expense Type OUT COMF/TRAIN REGIST Amount 300.00 USD
Details Persanalize | Find | View All | £ | = First ‘4 1of1 &

File Mame Description User Mame DateTime Stamp

Receipt for Conference CODAVIDSO Colin Davidson 110772013 B-44:12AM

Adding large attachments can tske some time to upload, therefore, it i= advisable o save the
transaction before adding large attachments.

=

Help

Last

TheFile Namas a link to the attachmen®\pprovers canview the attachmentbut they cannot delete

it. Approvers can add an attachment otgfore they have approved the repart
13.Click theFile Namdink to view theattachment

Attachment/receipt sample document used for training.

~ T

TG Y e M G NGRS 1;‘\:,;‘..-7;.‘ e
. )

-w-
- \ -
v

14.Close the attachment and cli€kk
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TheApprove Expense ReportExpense Summaryage display:

Expense Training Guide - Supervisor/Approver

E epor -
Dusness Pupo
Descnpt
Raderence
Accounting Date
Budget Stanss
Totals
Emph o3 (3 Lines)
o> Advances Apphed
Amount Due 10 Employee
Ag i M
=1
i
Sommet
2o Spume
ats
Serx
tape
Exper "
. —
¥
A.-",
N e
o
W
* Ao

n-Reamdariadie Erpenses

Prepad Expenses

317.00 USD Amount Due to Supplier 0.00 USD
i
Ly
X Wt Speree
A e
Coe L

Total Taxable Expenses
poo it et wd Da i rend b

o

Covrn
Fooer

27.25 UsO
» it

15. Clickon the ExpenseDetailslink
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TheApprove Expense ReportExpense Detailpage displays

Expense Training Guide - Supervisor/Approver

Approve Expense Report - Expense Details
Colin Davidson Actions |..Choose an Action | | o
Business Purpose Conference Report 0000510310 Submitizd for Approvsl
Description  Training Conference Created 11/07/2018  Coiin Davidsan
Reference LastUpdated {1/07/2013  Colin Davidson
Authorization ID  DIDOO047E4
Accounting Date 11/07/2012 Accounting Template STAMDARD
Expenses ¢ I View Anslytics & Notes #, Attachments
Expand Lines | Collapse Line ollapze Al Total 617.00 USD
“Date “Expense Type “Descripfion “Amount  *Curency Apprave
P OUT BREAKFAST * [Breakfast first day of conference Ell oo UsD & Receipt Required &
. 21 characters remaining i
1nEEE OUT BREAKFAST *[Breskfest second dsy of conference |1 525 UsD & Receipt Required M
220 characters remaining )
el ] OUT DINNER |Dinrarf'51 day of conference El 1850 USD & Receipt Required il
- 334 characters remaining -
- . Dinnar s=cond day of conferance Ell # || Receipt Required )
1105201 OUT DINNER | 1850 USD
= 223 characters remaining
10TI201E OUT DINNER |D|nr‘art'||rc day of conference El 1550 LeD & Receipt Required il
: 224 characters remaining -
e . & .
= Mileage from Home to Conference  J2U & [ Receipt Required M
110852018 OUT MILES - FULL [Mi==g 10000 USD
= 393 characters remaining
N . & .
N _ Milesge from Conference to Home U #+ [ Receipt Required )
1077201 OUT MILES - FULL | 10000 USD
= 223 characters remaining
1msE0E OUT CONFITRAIN REGIST * [Training Conference Registrstion 10 si0o0 usn & o Receipt Required M
i 222 characters remaining :
[ &, : ]
01/2018 IN MILES - FULL [Mieag= el sros UsD % || Receipt Required
24T characters remaining
Expand Lines | CollapseLines | Expand All | Collapse Al Total B17.00 USD

16. Clickon the Expand Allink
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Expense Training Guide - Supervisor/Approver

All the expenseties and accounting details displ&ach line detail should be reviewed for accuracy

and compliance

Approve Expense Report - Expense Details I [& Summary and Approve I
—
Colin Davidson Actions |-.Chooss an Action v GO
Business Purpose Conference Report 0000518318 Submitted for Approval
Description Training Conference Created 11/07/2013  Colin Davidson
Reference LastUpdated 11/07/2012  Calin Davidson
Authorization ID 0000004754
Accounting Date 11/07/2012 Accounting Template STANDARD
Expenses (2 T View Anshytics & Notes 4, Attachmants
Expand Lines | Collapse Lines | Expand All | Collapse All Total 617.00 uso
“Date "Expanse Type “Descripion “Amount *Currency Approve
. 5 £ . o
112018 OUT BREAKFAST |Elreskfast first day of c.anierence r,_ 10.00 usD & Receipt Required
Z21 characiers remaining
Payment Ty
1 vpe Emgloyes Exchange R P B o Default Rate
Billing Type Non-Txsble - Infernal _
o Base Currency 1000 USD Non-Reimbursable
Originating Location MONTFELIER VT Amount No Receipt
Location NEW YORK &
Accounting Details (7
Chartfields || VAT Amounts | B0
Amount GL Unit Monatary Amount g:g:"")‘ E::!ennge Fund Dept Program Class Project
10.00 02100 10.00 USD 1.00000000 20105 8100002000 58260 0017 ZMWT  DOD- =
N " = £
eszoe  curaneneset e e e Attachments can be
20 characters remsining h b
Payment Type Employes = o/ Default Rat
Exchange Rate  1.00000000 B 5
Billing Type Non-Taxsble - Infernal .
9T BuseCumency 62 USD el viewed fom the Expense
Originating Location MONTFELIER VT Amount No Receipt .
Location NEWYORK Report Expense Detail
Aocounting Detas (2 page as well as from the
Chartheias || VAT Amaurs | [0 Expense Report
Amount  GLUnt  Monstary Amount CUTENCY  Exthange p e Program Class Proj S umm ary pag e
62502100 625 USD 1.00000000 20105 2100002000 58260 017 ZM

TheApprove Expense ReportExpense Detailpage allows you to view detailed information for each
expense line including the accounting informatiderify that all expenses submitted comply with
Bulletin 3.4 Trarsaction informatbn is display onlyf the information is inaccurate or does not comply
the expense report will need togbsent back to the employee for revision.

17.Click theSummary and Approvéink when you have finished verifying all the lines for the

transaction
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7~ _VERMONT

TheApprove Expense ReportExpense Summanygage displays

Expense Training Guide - Supervisor/Approver

FEerse

ens ur
Davwadec Act
D e
.
“
Accouttng Date ~ g
Budget Status <
Totals -
Empicyes T ipe 3 Lines ) Non R oo Empioyee Cre
W Adh 2 Appted P 4 Expe Supp -
Amount Due 10 Employee 317.00 USD Amount Due to Suppler 0.00 USD Total Taxable Expenses 21.25 UsD
Az T
i WY .-
o W v 3
st L Sxpires Cowmrany Soym
o7 Caamar A e Pooed Poyment
it
)
Send Back
¥ P
Eapense Line > e
sto - »
022018 v
& e
>
v
90 Apoawy List Nex o L Praviows n Lz

If the expense reporhas any exceptionshiiz; icon will display
18.Clickon the &' icon
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TheView Exception Comments and Rigkage displays:

Approve Expense Report
Wiew Exception Comments and Risks

Colin Davidson .
Employees are required to

General Information enter anexception
Report Description  Training Conference comment on an EXpense
Business Purpose Conference report line to explain why
Reference an amount is exceeded.

Exception Information

Line Exception Comment
1 OUT BREAKFAST Amount Excesded Breakfast st Hofel
2 OUT EREAKFAST Nome Mo exceptions associated with this line.

Expense line is a duplicate of Line 4, Sheet |d 0000519319,

HOLIT DINNER Duplicates Bxist Diate 2012-11-05, Amt Spent 125 S0,
) ) Expense line is a duplicate of Line 3, Sheet |d 0000519319,

“HOLIT DINNER Duplicates Bxist Date 2015-11-05, Amt Spent 18.5 USD.

5 OUT DINMER Mone Mo e XP

GOLIT MILES - FLALL s bl S VISION defaults a commer

7 OUT MILES - FULL Mone e, 2 when a duplicate line exists

5 EEEI(;?NF'TRNN Mone Mo exceptions associa Identlfylng the expense
report ID, line, date and

2N MILES - FULL MNone Mo exceptions associa

amount that is duplicated.

Return To Expense Report I

TheView Exceptions Commmes and Riskpage will show all exceptions for tlexpense reportBelow
are the most common exceptions andat they meanlf you have any questions, you will need to
work with your departmen&xpenseCoordinator.

Duplicates ExistThe system hafound another expense line with the same information. The comment
column lists the line and sheet for the other litteat has the same informatiofVerification will need
to be done to see if this line is valid.

Amount ExceededThe amount entered for theneal is over the negotiated meal maximum amount.
For more informathn on meakeimbursemens please consult "ExpesesReimbursement” and "Meal
Reimbursement"” in the current Collective Bargaining Agreements, as well as Bulletin 3.4.

19.Clickon the Return To Epense Reportinkto return to the Approve Expense ReportExpense
Summarypage

Review Expense Report is Complete
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/Q\VERMONT Expense Training Guide - Supervisor/Approver

Send an Expense Report back for revision

Situations when this function is used’heapprover has reviewed the expense report atetermined
the transaction needs to be revised or needs to be deleEegbense reports not in compliance or are
inaccurate shald be sent back for revision.

Home Page Tileavigation TE tile > Expense Reports > Approve Transactions

Navigator Menunavigation:Navigator > Travel and Expenses > Approve Transactions > Approve
Transactions

TheApprove TransactionsOverviewpage diplaysa worklist of all expense transactions routed to
the approver:

| I—

1. Click on theexpense Reporttab to see all Expense Reports that are available to you for review

TheApprove Transactions Expense Reportpage displays all the expense reports pemdyour
approval

2. Select theDescriptionor Transaction IDink to drill downinto the transaction detds for the
expense report you would like to review
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